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State of Kansas 

Correcting Match Exceptions 
Statewide Management, Accounting, and Reporting Tool 

Step Action 

1 Match Exception information can be accessed through one of two navigation 
paths: 
 
Accounts Payable>Vouchers>Add/Update>Regular – Find Existing Value tab 
or 
Accounts Payable>Review Accounts Payable Information>Vouchers>Match 
Workbench 

2 The Match Workbench allows a user to view a list of vouchers and match 
information, according to specified search criteria. This page and the pages 
accessible from it enable you to override exceptions, correct errors, put vouchers 
on a match hold, initiate the Matching process and undo matched vouchers. 

 
To locate all of your agencies vouchers with match exceptions, navigate to 
Accounts Payable>Review Accounts Payable Information>Vouchers>Match 
Workbench 
 
Enter your Business Unit number and select a Match Status and click Search 
 

 
3 The system will return a list of all vouchers that meet the selected criteria.   

1. To view the listed Match Exceptions, click on the Match Exceptions Exist 
hyperlink.   

2. To view the voucher, click on the voucher id hyperlink. 
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Step Action 

5 When you click on the Match Exceptions Exist hyperlink, a new window will open 
up and the Match Exceptions Workbench Details page will be displayed. 
 

 
 
A user can view various pages from this screen. 

1. This Icon indicates that this Match Rule has an exception. 
2. Provides detailed Match Rule information. 
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Step Action 

6 3. Provides summary information about the match exception. 

 
4. View voucher, purchase order, and receiver attributes for all lines. 

 
 

5. View voucher, purchase order, and receiver attributes for a specific line. 
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Step Action 

7 6. Opens up the associated Purchase Order. 

 
8 Match Exceptions should be corrected by updating the Purchase Order, adding a 

receipt, performing an inspection or updating the voucher.  Please refer to the 
Match Rules job aid for more detailed information about specific match exceptions 
and solutions. 

 


